
HQ TRADOC 
Victory Starts Here! 

VICTORY STARTS HERE! 

  

Army Career 

Tracker 
 (ACT) 

Civilian User Overview 
 

 
https://actnow.army.mil/  

https://actnow.army.mil/
https://actnow.army.mil/


HQ TRADOC 
Victory Starts Here! 

Agenda 

• ACT Background 

• How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 
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ACT: 
 Integrates training, education, and experiential learning into one 

personalized and easy-to-use interface 

 

 Presents users with an intelligent search capability of multiple Army 
education and training resources 

 

 Provides users with a more efficient and effective way to monitor 
their career development 

 

 Allows leaders to track and advise users on their personalized 
leadership development 

 

 Provides users the opportunity to create their Individual 
Development Plan (IDP) 

 

 

 

Currently ACT  

has over  

144,000 unique users 

Army Career Tracker Overview 
    Army Career Tracker is a leader development tool that provides  

Army personnel the ability to manage their professional development and 

to monitor progress toward training, education, and career goals.  
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Choosing a “Supervisor” 

First choose a 

Supervisor by Selecting 

“Civilian Supervisor” or 

“Military Leader” 

Search by: 

 

• “CP”, “Series”, or “Last Name” for 

“Civilian Supervisors” 

•“Rank”, “MOS”, or “Last Name” for 

“Military Leaders” 

 

Note: Only “Last Name” is mandatory 

Click “Search 
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Choosing a “Supervisor” 

Select the radio button of the 

Leader you would like to 

select  

Click “Send” 
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Choosing a Mentor 
The “My Supervisors” portlet provides you the opportunity to manage your Supervisor 

and Mentor selections. 

In the “My Supervisors” portlet users also 

have the opportunity to connect with 

Mentors.  

 

A Mentor is in your Career Field, someone 

you have worked with, or can be anyone of a 

higher pay grade that may have relevant 

career experience. As a Supervisor, you may 

be both a Supervisor and a Mentor to 

Employees. 

To select a Mentor click 

“Supervisor/Mentor Link-Up and follow 

the steps for choosing a Mentor 
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My Notices 

The “My Notices” portlet is ACT’s central location for career and training 

recommendations. These notices are recommendations from your Supervisor/Mentors. 

Notices are organized into two 

categories: Career and Training. Notices 

can be generated by the ACT system or 

by a Supervisor or Mentor. 

High Priority Notices are indicated by a 

Red exclamation point and are always at 

the top of the list. If you create a goal 

from a Notice, a Green letter G will be 

visible next to the Notice 
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Viewing Notices 

To View A Notice, click a BLUE hyperlink 

in the My Notices portlet.  

  

The Expanded Notification window opens. You can view all 

notification details including originator, date, subject, priority, 

and notice expiration 

  

Page refreshes 
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Creating Goals from Training Notices 
If a Training notification is selected you will have the option to “Create A New 

Goal.” To create a Training Goal: 

 

Page refreshes 

Select a Training Notice from 

the My Notices portlet 

  

Click Create New Goal in the 

Training Notification Screen 
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“Creating A Goal” 

Select a target completion 

date using the built in calendar 

  

Click “Create New 

Goal” 

  

To create a Training Goal in ACT simply fill out the Goal Template. Completing this goal 

template will help you, your Leader, and your Mentor easily track your goals. 

Indicate this item as an IDP 

Goal and select “Term, then 

choose if there is an “Associated 

Cost” and “Priority” 

  

Enter any personal 

notes 
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Agenda 
ACT Background 

How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 

Stakeholder  Launch 
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Civilian  Homepage 
Civilian Home Page 

Typical GS 14 Assignments 

Deputy Position 

GS- 14 Training 

MBA 

View useful links and 

resources in “My  

Resources” 

Select Supervisor or 

Mentor(s) in “My 

Leaders” 

View Career and 

Training notices in 

“My Notices” 

View a Career 

snapshot in “"My 

Career" Dashboard” 

Check out  news 

in “ACT News” 
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"My Career" Dashboard 
Within "My Career" Dashboard: 

Users can see their 

name and career 

information 

If this is your first time in ACT, Click the BLUE HERE to 

agree to FERPA and to display the Civilian Education 

status. Read the FERPA Consent form and click I Agree 
 

 And  four graphics for 

IDP Goals, Top 10 IDP 

Goals, Civilian 

Education Comparison, 

and CES Completion 

Status 
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Career Dashboard Thermometers 
The “My IDP” Goals thermometer illustrates a status summary of your 

completed, pending or past due IDP goals. Sections in the thermometer are 

color coded.  

  

“GREEN” indicates the number of IDP goals you have COMPLETED. 

“AMBER” indicates the number of IDP goals you have PENDING. 

“RED” indicates the number of IDP goals you have PAST DUE. 

The “Top 10 Professional IDP 

Goals” bar chart illustrates the top 

10 professional IDP goals within 

your career program, job series, pay 

plan, and pay grade.  

 

The vertical axis describes the rank 

of the IDP goal. The horizontal axis 

describes the number of users with 

the same professional IDP Goal.  

The “Current Grade Level” education pie chart 

illustrates an education level comparison of those 

within your career program, job series, pay plan, 

and pay grade.  

 

The “Next Grade Level” education pie chart 

illustrations an education level of comparison of 

those within your career program, job series, and 

pay plan, but at the next pay grade level.  

The “CES Completion” 

thermometer illustrates the 

different levels of CES courses 

completed.  

  

“GREEN” indicates course has 

been completed 

“AMBER” indicates that you have 

enrolled in the course 
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Agenda 

• ACT Overview 

• How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 
 

 



HQ TRADOC 
Victory Starts Here! 

16 

ACT Career Resources Landing Page 

Learn about  Leadership 

and Functional Point of 

Contacts 

Read featured and 

relevant news articles 

profiled for your Career 

Field 

Convenient access 

“Featured Links” and 

“Essential Resources” 

Choose training based on 

recommendations from 

your Career Program in 

“Featured Courses” 
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Agenda 

• ACT Overview 

• How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 

• Stakeholder Launch 
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PDM Recommendations in “My Planner” 

In this “My Planner” portal 

you can view completed items 

or items in progress for: 

• Key Assignments 

•Competencies 

•Leader Development 

•Professional Development 

•Occupational Development 

•Academic Training 

•Certifications and  

•Mandatory Training activities.  

 

As well as PDM 

Recommendations from your 

Career Field.  

At any time you can print a 

“Printable Career Map” 
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Sample Career Map – CP 32 Job Series 1720 

19 
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PDM Recommendations & Setting Goals 

Here are Recommendations 

you can set professional goals 

for 

Grayed out buttons mean you have 

already set a goal for or completed the 

Recommendation.  

From the “My Planner” portlet users can 

search for PDM recommendations from 

which they can set Professional Goals 

Indicate this item as 

an IDP Goal 
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Choosing Another CP/Job Series 

You can choose 

another “CP”, 

“Job Series”, 

“Explore 

another 

CP/Job 

Series” 

Next choose the 

applicable “CP”, 

“Job Series” and 

“GS” 

To reset to your current  CP/Job Series 

click the Blue Link 

Users can view their profiled Recommendations as well as Recommendations from 

other Career Fields 
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“My Calendar” 

Underneath “My Planner,” the “My 

Calendar portlet allows users to track 

and view Professional, Personal, IDP 

Goals, Events and Enrollments 

To move forward or backwards use the 

BLUE Arrows 
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“My Activities” 
The “My Activities” portlet includes activities you decide to participate in to build on your 

career development, and personal goals and events. It is your “to-do” list! 

From “My Activities”, you 

can also create a personal 

goal and also indicate it as 

an IDP Goal 
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"My Career" 
“"My Career"” provides users with an unofficial consolidated view of historical Assignments, 

Training, Electronic Job Book Training, and Civilian Education. A  User’s Supervisor and Mentors 

can also see their information from which to base their recommendations. 
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Agenda 
ACT Overview 

How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 
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Find A Course 

“Find a Course” searches 

the ACT Consolidated 

Course Catalog for 

specific classes using 

category filters 

Courses ranked Career 

Programs will be listed 

in “Featured Courses”. 

Clicking on a title will 

cause the Course 

Details to populate 
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Course Details/Creating a Goal for A Course 

To create a goal for a Course that will 

be visible by your Supervisors and 

Mentors click “Create As Goal” 

Save this course to your 

wish list for future 

reference. You can later 

return to your “Wish List 

and set this as a goal 
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Create a Course Goal 

Fill in a Complete By Date 

Fill in any additional notes 

Click Create As Goal 

Indicate this item as 

an IDP Goal 

  



HQ TRADOC 
Victory Starts Here! 

“Find a Course” 

If you search by multiple 

keywords, they will all 

appear in the Active Filter 

List.  

Click on the blue hyperlinked 

“Course Name” to view the 

Course Details. 

You can “Clear All” to clear your 

filters at anytime 
You can “Save” to save this filter 

for use at a later time 
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Agenda 

• ACT Overview 

• How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 
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“Find an Expert” 

Weighting for expertise is 

provided by peers 

 

Individuals with highest weighting 

will be listed first on search results 

And then click “Search” 

Users can search using 

these categories.  

 

In this example Ms. Tripp is 

searching for a “Change 

Management” Expert 
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“Find an Expert” 

To view an expert’s 

profile click the “blue” 

hyperlink 

All the Employees 

matching the Search 

Criteria will populate 
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Find An Expert Detail 

33 

In the Expert’s Profile users can view: Report to Chain, Expertise List, Full Profile Information, 

About Me, and Assignment History. 

Users can also edit 

their own profiles 

Marvin.nickels@us.army.mil 

Marvin.nickels@us.army.mil 

The Expertise List lists Expertise Tags 

that have been added by the user or 

his/her peers.  

•The number next to the Expertise Tag 

reflects the number of users who have 

tagged the profile with that expertise. 

•Users can increase the number once by 

clicking the “+”button 
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Editing User Profile 

34 

You can only edit the “About Me” section in 

your profile. To click the “Edit About Me” 

button 

Users can only delete an Expertise 

Tag from their own profile by clicking 

the “x” next to the existing expertise 

Laura.tripp@us.army.mil 

Laura.tripp@us.army.mil 
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Agenda 

• ACT Overview 

• How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 
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What is “My IDP”? 

To create a new IDP, click on the 

“Create New IDP” button.  

“My IDP” is a tool that 

allows Users to display IDP 

goals and IDP training 

goals that are identified 

through ACT in a 

centralized location.  

 

The assignment history 

information can also be 

found in the “My IDP” 

portlet.  
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“Create a New IDP” 

You must identify the “Start Date” and “End Date” for your 

IDP. 

37 
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“Create a New IDP” 

Your IDP will include “IDP 

Goals” 

Your IDP will include 

“Training Goals” 

Your IDP will include 

“Assignment History” 
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“Submit” new IDP to your “Supervisor” 

39 

To submit your IDP to your 

Supervisor’s approval click 

“Submit”.  

You can view and edit your IDP goal details by 

clicking on the hyperlink in the Goal 

Description column of the table under the “IDP 

Goals” section header. 

Your IDP will remain as a 

DRAFT until submitted for 

Supervisor review 
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“Pending Review” 

40 

Your IDP will remain Pending 

until your Supervisor clicks 

“Accept” or “Reject” within 

ACT. 
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“My IDP Approval” 
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To “approve” your Employees’ 

IDP Supervisors click 

hyperlinked names 

And then choose 

“Approve” or 

“Reject” 
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Agenda ACT Overview 

How can Users: 

– Receive leadership guidance 

– Keep track of "My Career" 

– See Career Program updates 

– Monitor career progression with PDM model and set goals 

– Search and enroll in a course 

– Find an Expert 

– Create an IDP 

– Provide recommendations to Employees/Mentees 
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Supervisor Dashboard 

The “Supervisor Dashboard” 

portlet provides 

Supervisors/Mentors with a 

visual gauge of Employees’ 

and Mentees’ activities 

through the following specified 

metrics:  

 

•CES Training 

•Professional Goals Status 

•IDP Goals Status 

•Educational Level  

•SDC Status.  
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Supervisor/ Mentor(s)can 

select a subordinate or mentee 

and review their dashboard, 

career map status, and career 

history 

 

Supports recommendations 

sessions 
 

My Employee Details 
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Recommendation Kit 

A  Supervisor/Mentor has the 

ability to create a Career or 

Training Notice for 

Employees or Mentees 
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Career Administrator  
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For more information, visit the ACT Information Page on 

AKO: https://www.us.army.mil/suite/page/601000  

 

 Log in to Army Career Tracker (ACT) 

https://actnow.army.mil  
 

https://www.us.army.mil/suite/page/601000
https://actnow.army.mil/

